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CHAPTER 1: SECTION 2 
OPENING AND CLOSING CALENDAR 
 
2.1 Events Calendar 
 
Note:  Standard font represents opening events and italic font represents closing events. 
 
Date  Event           
 
March 1 FY04-05 table initialization completed - see Chapter 2, Section 1.3 for the list 

of tables to be initialized. 
 
March 1  New year budget tables are available. 
 
March 1 System available for input of FY04-05 pre-encumbrances and encumbrances 

into SUSF.  There will be numerous errors that should clear when the FY04-
05 appropriation and budget documents are processed.  Please refer to Chapter 
1, Section 4 for additional discussion of this issue. 

 
March 1 Agencies may begin to submit changes to APP2 tables to their field 

accounting specialist, and begin to make changes on agency defined tables.  
Active and approved FY03-04 APP2 table entries were initialized over the 
weekend to reflect valid FY04-05 hierarchy. 

 
March 1 Agencies may begin to delete FY04-05 CERT & ORGN entries.  All deletions 

will be made prior to calendar year end. 
 
March 1 New year prefix identifier ‘04’ will automatically be available at this date.  

Agencies may change ADNT new year automatic document numbering prefix 
identifiers beginning on this date. 

 
March 19 Draft Request for Proposals to be published by State Purchasing should be to 

State Purchasing for Group I agencies to ensure delivery of goods and 
services by June 30. 

 
March 31  Begin nightly run of book process. 
 
April 16  Close of period 9 FY03-04. 
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April 16  Purchase requisitions for items not on a state contract or price agreement 
must be received by agency purchasing contacts to ensure delivery of goods 
and services by June 30. 

 
April 23  Draft of invitations to bid must be to State Purchasing from Group I agencies. 
 
May 7  Purchase requisitions for items on a state contract or price agreement must be 

received by the appropriate purchasing agent to ensure delivery of goods and 
services by June 30. 

 
May 14  Close period 10 FY03-04. 
 
May 21  Deadline to request changes to existing COFRS extracts. 
 
May 29  Expired Warrants Selection Process runs and populates the EXPW table for 

agency review and posting of federal portion. See Chapter 3, Section 3.23. 
 
June 7  Bank confirmations sent to confirm bank accounts.  See Chapter 3, Section 

5.17 for instructions and the bank confirmation form. 
 
June 11  Close period 11 FY03-04. 
 
June 14  Application Services responds to requests for weekly scheduling of existing 

COFRS extracts by this date. 
 
June 14  Begin production of GNL21R for periods 1 through 11 of FY03-04.   
 
June 14  All requests to cancel or reissue aged warrants from the EAP18R report must 

be submitted to SCO by this date to ensure processing prior to the expired 
warrant purge. See Chapter 3, Section 3.23. 

 
June 16 Coding changes for final billing corrections for Multi-Use Network, data 

lines, or phone lines prior to fiscal close communicated to the Department of 
Personnel and Administration. 
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June 18  Target date to have all revenue receiving appropriation codes for FY04-05 
active in COFRS and to notify the Department of Revenue of coding string 
(see discussion in Chapter 2, Section 2.9). 

 
June 21  Deadline for agencies’ level 3 approvals on AP transactions needed to record 

the FY04-05 Long Bill. 
 
June 18  Purge of aged warrants.   
 
June 21  GNL21R available on INFOPAC only. 
 
June 21  Reports on purge of aged warrants to be distributed. 
 
 
June 23  Last possible day to freeze an inventory for year end adjustment.  (See 

Chapter 3, Section 3.14.) 
 
June 23  Deadline to submit requests to SCO for the cancellation of FY03-04 warrants. 

All requests submitted by this date will be processed prior to month end.  No 
FY03-04 warrants will be canceled after June 30 in FY03-04; they will be 
canceled in FY04-05.  See Chapter 3, Section 3.23 for explanation of FY03-04 
warrants canceled in FY04-05. 

June 25  Last FY03-04 M1 payroll to be posted in nightly cycle to COFRS. 
 
June 25 Biweekly payroll for the pay period ending on this date will be recorded for 

GAAP purposes in FY03-04 and for budget purposes in FY04-05. 
 
June 30  Deadline for having FY04-05 Long Bill recorded, approved, and reconciled.  

Deadline for recording expense budgets to be active July 1. 
 
June 30    Run point-in-time reports.  (See Chapter 1, Section 3.15). 
 
June 30  Physical inventory of consumable goods completed on or before this date.  

Refer to Chapter 3, Section 3.14 for discussion of this topic. 
 
June 30  For continuation of expiring capital construction project appropriations, all 

contracts must be effective on or before this date.  
 
June 30 A count of petty cash and change funds should be completed on this date. 
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June 30 Treasury cash cutoff.  Walk-in deposits must be at the State Treasurer’s Office 
by 2:00 pm to be recorded in balance sheet account 1100 - Operating Cash 
for FY03-04. 

 
June 30 Wire or electronic fund transfers of depository account balances or federal 

fund drawdowns must be to the State Treasurer by close of business to have 
cash included in balance sheet account 1100-Operating Cash.  (Amounts not 
transferred by this date must be in 10XX accounts and included on the 
agencies’ Exhibit M.) 

 
June 30 All inventory module transactions must be closed by the close of business.  

This includes the SR, CI, OC, TI, TR, IA, and SN documents.  Please see 
Chapter 3, Section 3.14 for details. 

 
June 30 All year end reports (RYE) will begin to run on the revised schedule for the 

closing period (run nightly, weekly, monthly). 
 
June 30 Nightly run of Book Process is turned off. 
 
July 1 – July 31 The document suspense file “SUSF”  needs to be cleared daily of all FY03-04 

rejects and documents that need approval.  (See GNL15R weekly). 
 
July 1 - July 31 EAP05R Report (Unscheduled Payment Turnaround) needs to be reviewed 

daily for warrants being held due to vendors on hold or overspent 
appropriations.  If overspent appropriations cannot be corrected, agency must 
request overexpenditure or transfer authority under the authority granted to 
the State Controller in CRS 24-75-105 to 110. See Chapter 3, Section 1.    

 
July 1-11 FYE02R and INV02R available on INFOPAC nightly. 
 
July 1 FY04-05 period 1 open for all accounting transactions.  
 
July 1 Last central payroll FY03-04 “999” payroll (schedule 906 payroll 

adjustments) to be posted in nightly cycle to COFRS. 
 
July 1 State Controller’s Office diagnostic reports available on INFOPAC. (See 

Chapter 3, Section 3.21) 
 
July 3 Last day to initiate IT’s for period 12 close.  Be sure to contact other agency 

in a timely manner. This does not include direct bill IT’s.  See related 
discussion of intra/interfund receivable/payables in Chapter 3, Section 5.30. 



 

 
June 2004  July 2004  August 2004 
S M T W T F S  S M T W T F S  S M T W T F S 
            1 2 3         
  1 2 3 4 5  4 5 6 7 8 9 10  1 2 3 4 5 6 7 
6 7 8 9 10 11 12  11 12 13 14 15 16 17  8 9 10 11 13 14 14 
13 14 15 16 17 18 19  18 19 20 21 22 23 24  15 16 17 18 19 20 21 
20 21 22 23 24 25 26  25 26 27 28 29 30 31  22 23 24 25 26 27 28 
27 28 29 30             29 30 31     
 
Chapter 1: Section 2  Page 5  

 
July 5   STATE HOLIDAY 
 
July 6  Overexpenditure reports will be available. 
 
July 6  State Controller’s Office diagnostic reports available on INFOPAC. 
 
July 5  Last FY03-04 B1 payroll posted to COFRS (pay period beginning June 12 and 

ending June 25). 
 
July 9  Biweekly payroll for the pay period ending on this date will be recorded for 

GAAP and budget purposes  in FY04-05.  
 
July 13  Deadline for processing IT document with higher education institutions 

including direct billing. 
 
July 15  Last day to have FY03-04 encumbrance documents accepted on COFRS SUSF 

for encumbrances to automatically roll to FY04-05. 
 
July 15  Deadline to reissue expired warrants in FY03-04 from balance sheet account 

2751. 
 
July 15  Deadline to have FY03-04 CR documents approved by State Treasury 

(Treasury fax number 303-866-2123). 
 
July 16  Close of period 12 (non-higher education IT cutoff and PV cutoff.)  
 
July 16  Deadline to have appropriation codes activated by an AP document ($0 AP if 

necessary) so code will accept rolled forward encumbrance (EPS 
transactions). 

 
July 16  Clear all balances from balance sheet 2751 per Chapter 3, Section 3.24. 
 
July 16  Target date to clear all default and clearing accounts.  (These include the 

following balance sheet accounts: 1583-1599, 2510, 2520 and 2751). 
 
July 16  Process run for modification and rollover of FY03-04 purchase requisitions 

and purchase orders. 
 
July 16  Deadline to submit rollforward requests to State Controller (See Chapter 3, 

Section 2). 
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July 16  Deadline for booking FY03-04 Supplemental Bills and FY03-04 Special Bills 

with expenditure authorizations. 
 
July 16  Deadline for entries to PORL table to lapse or roll EAP or EPS encumbrance 

documents (See Chapter 1, Section 4).  System default is to roll. 
 
July 16  Resolve intra/interfund receivable/payable issues related to Central Services 

billings with Audrey Aultman (phone 303-866-2433) by this date. 
 
July 16  Last day to make entries to the PORA table to change coding for EPS 

encumbrance documents. Process run for the modification and rollover of 
FY03-04 purchase requisitions and orders into FY04-05. 

 
July 16  Capital Construction CCCAS form for reversions due to SCO. 
 
July 16  Capital Construction CCCAS forms to extend spending authority for expiring 

projects due to SCO, with the appropriate signed AP document screen print 
attached. 

 
July 19  Period 13 of FY03-04 open.  Only JV’s, JA’s, TA’s, AP’s, EB’s, TB’s, FD’s, 

DP’s, FA’s, and FC’s may be processed. 
 
July 19   SCO issues the Unrealized Gain/Loss Report on market valuation of 

Treasurer’s pooled cash. 
 
July 19 – 23  Initiate intra/interfund receivable/payable confirmations and refer disputed 

amounts to your field accounting specialist as early as possible in this period. 
 
July 19 – July 28  Overexpenditure reports and SCO diagnostic reports will be available on 

INFOPAC on these business days. 
 
July 22  First FY04-05 B1 payroll posted to COFRS (pay period beginning June 26). 
 
July 23  Deadline for submitting appropriation transfer and overexpenditure request 

forms. 
 
July 23  First FY04-05 M1 payroll posted to COFRS July 25. 
 
July 23  All Highway User’s Tax Fund and Tobacco Cash Fund Certifications are due 

to Treasury by 12:00 noon. 
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July 25  Final day to confirm intra/interfund receivable and payable balances.  See 

Chapter 3, Section 5.30. 
 
July 25  State Controller and OSPB to approve or disapprove all transfer and 

overexpenditure forms. 
 
July 25  Bank confirmations should be received back from your financial institution by 

this date for the completion of risk classification on Exhibit M. 
 
July 28  Period 13 of FY03-04 closes for agency input. 
 
July 29 Period 13 of FY03-04 open for SCO input only.  Only JA’s, AP’s and TA’s 

may be processed. 
 
July 30  FY03-04 final close. 
 
July 30  Period 13 final close balances will be used as the basis for preparation of 

both agency statements and statewide general purpose financial statements. 
 
July 30  Roll ending FY03-04 balance sheet balances as FY04-05 beginning balance 

complete with reporting categories and grant budget line breakdown.  (See 
Chapter 1, Section 3.13 for more detailed discussion.) 

 
July 30  Intra/Interfund Receivable/Payable Confirmation Forms due to SCO. 
  
August 2  Begin production of final GNL21R for FY03-04 for distribution on microfiche 

and INFOPAC. 
 
August 2  Deadline for department executive director signature on final approved 

overexpenditure forms and letter of explanation for deficit fund balances. 
 
August 4  SCO distributes Exhibit Reconciling Balance Report, Exhibit J Data Report, 

Unrealized Gain/Loss Report, and Variance Analysis Reports, and requests 
for responses to the variance analysis report. 

 
August 6  Target date for booking of State Controller approved rollforwards. 
 
August 6  Final GNL21R for FY03-04 available on INFOPAC. 
 
August 6  Turnaround uncommitted cash reserves reports mailed to agencies. 
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August 13  Close of period 1 FY04-05. 
 
August 13  CCCAS forms to reestablish capital construction continuing appropriation 

spending authority due to SCO. 
 
August 13  Cash reserves turnaround report due to SCO. 
 
August 18  Financial statements from all state agencies are due (see Chapter 3, Section 4 

of these instructions for details on financial statements). 
 
August 18  Agency Exhibit Listing and completed exhibits A1, A2, B, C, D, D1, D2, E, F1, 

F2, G, I, J, L, M, N, O, P, Q, R, S, T, U, V, W1 and W2 due to SCO (see 
Chapter 3, Section 5 for details on exhibits). 

 
August 18  Variance analysis responses due to SCO. 
 
August 23  All funds return to full appropriation control, except funds 471 and the higher 

education 3XX funds. 
 
August 27  Deadline for recording all capital construction continuing spending authority, 

and target date for recording special bills in COFRS. 
 
September 17  Close of period 2 FY04-05.  
 
September 17  Deadline for booking FY04-05 Special Bills with FY04-05 spending 

authorizations.  
 
September 17  Issue General Purpose Financial Statements for June 30 (Limited 

Distribution). 
 
September 17  Uncommitted Cash Reserves Report due to OSPB and JBC. 
 
September 20  Exhibit K due to SCO.
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September 24  Management Discussion and Analysis (MDA) due from agencies/institutions 

issuing stand alone financial statements. 
 
September 30  Accounts payable relating to FY03-04 should be cleared. 
 
October 8  Target completion date for booking restrictions for previous year 

overexpenditures.  
 
October 15  Close of period 3 FY04-05. 
 
October 29 Issue Schedule of Expenditures of Federal Awards.  
 
November 1  Finalize Comprehensive Annual Financial Report (CAFR) with state auditor 

opinion.  
 
November 5  Completed annual travel report turnaround forms due back to SCO with 

distribution of expense by source of funds. 
 
November 30  Due date for State Controller’s statutory loan and advance report.  
 
December 31 Financial Responsibility and Accountability Act Statements due to State 

Controller. 
 
January 14  Second quarter FY04-05 closing.  
 
April 15  Third quarter FY04-05 closing.
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